PUBLIC WORKS DIRECTOR

JOB DESCRIPTION
Reports To:  Town Manager

Non-union

Salary: $85,012 - $110,000

FLSA: Exempt
SUMMARY
Administrative and supervisory work in directing the operations of the highway, vehicle, tree, parks and grounds, engineering, cemetery, snow and ice, Kenwood water and sewer departments; all other related work as required.

THE BELOW EXAMPLES OF DUTIES AND RESPONSIBILILTIES ARE NOT INCLUSIVE, BUT AN OUTLINE OF THE DUTIES AND RESPONSIBILITIES RELATED TO THE POSITION.  ADDITIONAL DUTIES MAY BE ASSIGNED, AS DEEMED NECESSARY.
DUTIES AND RESPONSIBILITIES:

The Public Works Director reports to the Town Manager and is responsible for innovatively providing all departmental services to the town, as well as managing a general fund budget and one enterprise fund budget.  The Director performs highly responsible supervisory, technical and administrative work in directing the operations of the Public Works Department.  The department provides services in the areas of engineering, highway, vehicle maintenance, parks and grounds, trees, cemetery, snow and ice, Kenwood water and sewer.

The Director provides professional staff support to highly involved citizen committees. He/she will direct the design and construction of public works projects and determine the scope and schedule of maintenance projects.  Frequent contact with town, county, special district, state and federal officials is required, as well as contact with consultants, contractors and the general public.

The Director recommends, develops, implements and coordinates town policies and programs in cooperation with department managers. He/she must use a high degree of judgment, initiative and ingenuity in interpreting and in developing applications to specific areas of work.  Errors in judgment could severely hamper department operations, require extensive costs to correct, significantly impact the town’s long-term capital planning and infrastructure and could seriously affect the public image of the department and the town.

The Director has access to confidential information limited to employee personnel records, collective bargaining matters and contract bid/proposal information.

The Director supervises the equivalent of more than 20, but seldom over 35 full-time employees.  Considerable skill, diplomacy and tact are required in supervising and motivating employees, influencing town officials, and protecting and promoting the town’s and the department’s best interests.

EXAMPLES OF WORK:
Assigns, schedules and supervises crews and equipment for all projects involving design, construction, maintenance and repair of public ways, drainage structures, traffic signs, and designated town-owned properties in conformance with sound engineering practices, directs the operation of the tree, vehicle, parks and grounds, cemetery and sewer departments, and confers with the Town Manager and Town Counsel as required.

Ensures departmental compliance with all local, state and federal laws and regulations that apply to areas of responsibility and activity including stormwater facilities, compost site, public shade trees and fuel depot facility.  Serves as liaison to various state agencies, such as the Mass DOT on various construction and environmental projects.

Supervises the maintenance of up-to-date records including survey notes, inventories and other documents pertinent to departmental operations.  Supervises submittals of grant applications and reports.

Directs the hiring, training, promotion, termination and discipline of all DPW employees.

Supervises subordinates and ensures staffing levels, including contracted services are adequate to meet seasonal requirement; conducts regular inspections of work sites to ensure compliance with departmental policies and technical requirements.  Ensures the DOT/FHW A Drug and Alcohol screening regulations are enforced.

Prepares and manages capital budget for department.  Is responsible for proper maintenance, construction and repair of public works facilities and infrastructure. 

Makes recommendation to Town Manager as to capital equipment and construction needs.

Evaluates public works needs and formulates short and long range plans to meet needs in areas of responsibility.  Advises the Town Manager and committees on technical aspects of public works programs and projects.  Maintains strong and positive relations with other town boards, municipal departments, elected officials and citizens of the town.

Oversees department bid awards and contract purchases.  Drafts and manages construction contracts, working closely with contractors to assure the proper fulfillment of the contract; reviews designs of public works construction projects, when appropriate.  Oversees project management for the construction of municipal public works projects to ensure contract or compliance with time and budget parameters.

Directs, and is accountable for, the operating performance of all DPW activities.  Implements and maintains reportable measures of performance.  Meets performance objectives as periodically established by the Town Manager.

Demonstrates strong leadership qualities, including establishment of a DPW

-wide standard of excellence.  Motivates and encourages high standards of performance for DPW employees. Seeks innovation and develops more efficient operating practices.  Responds to the needs of DPW employees, the Town Manager and the town.

Maintains on-call status during snow removals, hurricanes and other emergency situations.  Works closely with Town Emergency Management Director to proactively plan and direct the town’s responses to a variety of emergencies including flooding, hurricanes, snowstorms, water main breaks and drain collapses.  During such emergencies he/she is required to be present to monitor and direct operations for extended periods of time, which can be well over 24 hours.

Requires working under adverse weather conditions including heat, cold, rain and snow, for extended periods.

Performs other related tasks as required.

KNOWLEDGE, SKILLS AND ABILITY:
· Ability to innovatively initiate and manage change.

· Demonstrate knowledge of the concepts, methods, techniques and materials of public works management.

· Thorough knowledge of the principals and practices of civil engineering, and of the materials, methods and techniques of public works construction.
· Thorough knowledge of local, state and federal laws regarding public works management & operations.
· Ability to plan, assign and supervise the work of groups of employees performing varied functions related to public works administration.  Ability to establish and maintain harmonious relationships with town departments, state agencies, and the general public.

· Ability to develop and maintain effective relationships with involved citizenry.

· Knowledge of and proficiency in the use of Microsoft Office Suite and GIS applications.
· Excellent written and verbal communication skills.

· Familiarity with applicable provisions of the General Laws and local bylaws related to public works construction, maintenance, design, selection, contract bidding, awards and management.

· Ability to direct personnel and operations under emergency conditions.

· Massachusetts Hoisting License, Pesticide License, CDL License desirable.

· Valid driver’s license required.

PHYSICAL REQUIREMENTS:

Administrative duties are performed under typical office conditions.  Normal physical effort is required to perform management duties including driving, standing and walking in varied weather conditions.   Some evening work is required to attend meetings and hearings.

The employees is required to see, sit, talk, listen, speak, stand, walk, stoop, kneel, use hands and arms ¾ of a seven hour day.  Moderate to strenuous physical efforts required ¼ of a seven hour day. 
MINIMUM QUALIFICATIONS:

Any combination of education and experience that provides the knowledge, skills and abilities shown above, is qualifying.  A typical way of obtaining such qualification is a Bachelors degree in Civil Engineering, Public or Business Administration and five to seven years’ progressively responsible experience managing operations, with two years as director.
THE TOWN OF DRACUT IS AN ALCOHOL, DRUG AND SMOKE FREE WORKPLACE AND REQUIRES A PHYSICAL EXAMINATION, DRUG SCREENING AND CORI INVESTIGATION POST OFFER.
This job description does not constitute an employment agreement between the employer and the employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.
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